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To: All Regional Operations Managers 

(For dissemination to All Field Sales Managers) 

Subject: Revision to Field Sales Policies and Procedures 


The attached Field Sales Information letter is being mailed to all Regular, Full- 
Time Field Sales employees regarding revisions to the RJRT Field Sales 
Employee Handbook. These revisions have been made to ensure that there is 
an accurate and complete understanding of the policies and procedures that 
impact employees job requirements and conditions of employment. 

In conjunction with the above changes, the following Manuals and Agreements 
have also been revised: 

♦ Field Sales Personnel Policy & Procedures 

♦ Field Sales Operating Fund Increase Request and Receipt (Form 6217) 

♦ Field Sales Operating Fund Transfer Request and Receipt (Form 6217A) 

♦ Field Sales Operating Fund Reduction Request and Receipt (Form 6217B) 

♦ Jobber Agreement Form (Form 4685) 

Revised Master Forms can be obtained through the F3 Fill function. Any on 
hand inventory of these forms should be destroyed. 

As a reminder, the Field Sales Personnel Policy & Procedures is on-line in the 
"Explain" system. Revisions to Field Sales Personnel Policy & Procedures will 
not be sent via hard copy. Accordingly, in reference to any particular policy or 
procedure, Management should assume that there have been changes and 
should reference "Explain" prior to taking any action. Management should not 
assume that they know the answers prior to referencing "Explain." Instructions 
for accessing "Explain" are attached. 

Management should review the following Table of Contents in the Field Sales 
Policies Manual of "Explain" to ensure their understanding of the revisions that 
have been made: 

♦ Personnel Administration : Hiring Procedures section (Important reminder: 
Post-offer Medical Questionnaire replaced Pre-employment physicals 
effective January, 1993. Pre-employment physicals should no longer be 
performed) 








♦ Employment Practices: Corrective Action section 

♦ Operating Funds ; Policy & Approved Authorization Limits sections 

♦ Loss Incident Procedures - Entire section 

Additionally, the revised Jobber Agreement Form should be signed by 
appropriate parties with a Jobber Agreement Form signed for every Jobber from 
which the employee obtains merchandise. These should then be forwarded and 
maintained at the Region Operations Unit. In conjunction with these revisions, it 
is suggested that a letter be sent to all Direct Accounts reminding them of 
RJRT's Terms and Conditions of Sale which includes the following statements: 

Vo not extend credit to RJRT representatives under any 
circumstances. We will not be responsible for any credit 
extended to RJRT representatives." 

Ail Full-time Field Sales Employees have been instructed to return the receipt, 
acknowledging their receipt and understanding of the revisions to the RJRT 
Field Sales Employee Handbook, to the Region Operations Unit no later than 
September 2,1994. The Region Operations Unit should compile these receipts, 
alphabetically by last name, and forward to Dot Draper, Sales and Marketing 
Personnel Department, Winston-Salem, for placement in the employee’s 
personnel file. 

If you have any questions concerning any of the above revisions, please contact 
the appropriate Sales Employment Practices Manager. 
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